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JOB DESCRIPTION

Job Title: 

The ‘Hub’ and Short Breaks Operations Manager

Accountable to: 
Head of Children & Family Services
Salary:


£34,814 - £38,683
Job Level:                       4A

 
Location:

The Hub, Finchley 
Hours:


35 hours per week: 
The working patterns of this role: 

Term Time: Monday – Thursday & Sunday (including some evening work) - hours to be agreed  
School Holidays: Mon – Thurs & Fri – hours to be agreed 
Contract:

Permanent
Job Overview:
In this role you will be responsible to ensure Norwood offers a flexible, fun and exciting provision for neurodivergent children and young people and those with a neurodevelopmental disability from ages 5-25.

You will take ownership in shaping and driving the future of our Short Breaks provision through extensive strategic development and innovative ideas for our weekday, weekend and holiday programmes, ensuring Norwood continually responds to the wishes, aspirations and needs reflected by the young people we support to provide a meaningful, flexible and creative offer. 

You will be responsible for all aspects of the management and delivery of the service including the management and recruitment of a team of permanent sessional workers, ad hoc sessional workers and volunteers. You will assess the suitability of young people to participate in the provision, design and develop choice and cohort-based sessions, whilst working within the framework of OFSTED to ensure quality and compliance.

MAIN DUTIES AND RESPONSIBILITIES 
Strategic & Business Planning

1. Devise and lead the Short Breaks programme reflected on Norwood’s values, ensuring safe, compliant, enriching and culturally appropriate experiences for neurodivergent children and young people and those with neurodevelopmental and physical disabilities.
2. Develop and implement a Strategic Implementation Plan for Short Breaks, including budget management, KPI’s and staff performance. 
3. Managing the overall running of the services, to ensure performance targets are met, and communicating and escalating relevant business and performance data to the senior management team within the Children and Family Service.
4. Ensure policies, processes and experiences of young people are reviewed and evaluated to strive for continual improvements based on a sound outcomes framework that you will develop, ensuring these are aligned with any regulatory changes or other best practice models.
5. Lead on an effective process of co-production with the families, ensuring this is integrated into programme planning and delivery.

6. Oversee service budgets ensuring services remain within budget, maximising income generation and collection, while minimising waste.
Leadership & Management

1. Take a key role in expanding and developing the team of staff and volunteers, including recruitment, induction, training and ongoing management and professional development to maintain high standards of care and service delivery. Ensure that staff are properly trained and supported to administer medication and meet the children’s personal care needs as appropriate.

2. Provide support to colleagues to ensure all operational services are effective, responsive, deliver value for money and are compliant with best practice, regulatory and statutory requirements.

Service Delivery

1. Oversee the running of the Hub, ensuring it offers a welcome and inviting space for the community while maximising it’s use throughout the year.

2. Ensure that all projects and activities are carried out in a manner which follows best practice and is compliant with all current legislation – including Safeguarding, Health & Safety, Ofsted, CQC and regulatory frameworks whilst managing risks to promote independence. 
3. Oversee the planning, design and delivery of activities that promote equality and meet regulatory standards.
4. Undertake assessments of those children and young people who are referred to the service, ensuring their needs are continually monitored and reassessed.
5. Work closely with families of children and young people accessing the service when identifying children’s wishes, needs and planning support, and to develop and maintain positive, professional partnerships with families.

6. Build and maintain relationships with colleagues within Norwood, schools, and external agencies in the Jewish community and more widely to evolve the existing offer as needs change, looking to best practice to identify service development, tendering and procurement opportunities consistent with Norwood’s strategic aspirations.
7. In conjunction with the Marketing Department, ensure the services are effectively promoted and publicised to all sections of the community.

General
1. To take all reasonable care of the health and safety of him/her self and of other persons who may be affected by his/her acts or omissions. As regards to any duty or requirement imposed upon the organisation by or under any of the relevant statutory provisions, to co-operate with the organisation as far as it necessary to enable that duty or requirement to be performed or complied with.  

2. To work at any other Norwood location, as and when required. 

3. To report to the Health and Safety Manager either serious risks or your concerns over safety issues.

4. To maintain confidentiality at all times and to ensure respect for, proper observance of and adherence to Norwood's confidentiality policy for all staff.

5. To attend regular supervision sessions with line manager, regular team meetings and undertake relevant training as and when required.

6. To work collaboratively with volunteers to ensure that their contribution enhances quality of service provision and support across the organisation.

7. To undertake any other duties which are consistent with the post.

8. To maintain standard of dress that is appropriate to role and in accordance with the organisation’s dress policy.

This job description is not an exhaustive list of duties and responsibilities and is subject to change in accordance with the needs of the service.

PERSON SPECIFICATION

The Hub & Short Breaks Operations Manager
	CRITERIA 
	ESSENTIAL
	DESIRABLE

	EXPERIENCE 


	· Experience of contributing at to strategic development of operational services

· Experience of managing staff and leading teams in delivering high quality, responsive, holistic services for neurodivergent children and Young People.

· Significant experience of working with neurodivergent children, young people and parents/carers and of facilitating an inclusive child-centred service.

· Experience of working in partnership with other agencies and organisations. 

· Recent experience (2 years plus) of managing contract compliance with a demonstrable knowledge of regulatory frameworks (Ofsted, CQC contract compliance etc) and how to put these into practice

· Experience of financial and budget management


	· Experience of writing policies and processes and Standard Operating Procedures.
· Experience of delivering of culturally specific services



	QUALIFICATIONS 


	· An appropriate qualification at Level 3 or above that meets the standards required by Ofsted registration and inspection processes.


	· Degree or relevant qualification in either adult or Social Care
· A qualified PBS supervisor

	KNOWLEDGE AND SKILLS 


	· Knowledge and understanding of the range of interventions and approaches that can be used to support neurodivergent children and young people.
· Have a working knowledge of various communication aids including Makaton, PECS, AAC.
· Knowledge and understanding  and implementing of safeguarding policies and procedures 

· Awareness of the support and advice which may be offered by other agencies.

· Must be a team player with strong leadership skills and ability to work with other to achieve shared objectives.
· Skills and ability to motivate colleagues to understand the importance of inclusion and encourage them to improve standards of inclusive practice.

· Demonstrate ability to design and deliver innovative sessions to support neurodivergent young people to develop new skills in a fun environment. 
· Ability to maintain and develop mutually beneficial working relationships with key delivery partners.

· Excellent written and oral communication skills and the ability to communicate with people in a form and manner that is consistent with their level of understanding, culture, background and preferred ways of communicating.

· Excellent time and task management skills and ability to work under pressure and to deadlines.

· The ability to use observation to inform assessment and planning.

· Flexibility, initiative and the ability to respond appropriately to child and family need

· Excellent active listening and problem-solving skills.

· IT skills to fulfil administrative requirements of the post.


	· Experience of applying PBS principles in previous roles

	PERSONAL CIRCUMSTANCES AND ATTRIBUTES 


	· Is ambitious, seeking to deliver a greater range of services to more people within our communities and prepared to take risks to drive improvements and growth

· Embraces change and respond positively to new opportunities

· Ability to relate well to children and adults with a commitment to person centred practice

· Ability to lead, motivate and influence others with initiative and enthusiasm
· Knowledge of sent and effect on others 
· Excellent time management

	· Sense of proportion


JD – Hub & Short Breaks Operations Manager

